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CONTACT US 

Document Comments: 

We value your feedback on this document.  

How are we doing? The Communications & Documentation Team of the electronic Research 
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist us 
in improving our user guides. Please send comments about the user guide to this 
address: eRACommunications@mail.nih.gov. 

Troubleshooting support: 

Please contact the eRA Service Desk: 

Toll-free: 1-866-504-9552 

Phone: 301-402-7469 

TTY: 301-451-5939 

Web:https://grants.nih.gov/support (Preferred method of contact) 

Email:commons@od.nih.gov (for Commons Support) 

Email:helpdesk@od.nih.gov (for IMPAC II Support) 

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time 

Disclaimer STATEMENT: 

No data shown in illustrations represents any real account, project, or individual. Any resemblance to 
actual accounts, projects, or individuals is purely coincidental. 
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The most current version of this document will be available on the eRA website: 
https://era.nih.gov/help-tutorials/sbir-cap. 

IMPORTANT: Did you know that this information is also available as online help? To access the 
ASSIST online help select any of the question marks found on ASSIST screens or enter the following 
URL in your browser: https://era.nih.gov/eraHelp/SBIR_CAP/. 
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2 Introduction to the SBIR CAP Module 

The Small Business Innovation Research (SBIR) Commercialization Accelerator 
Program (CAP) provides selected company participants with customized technical 
assistance over 9 months towards accomplishing key commercialization goals of the 
small business. The SBIR CAP module is designed for small business funding 
awardees (grantees, contractors) to report to NIH on the outcomes of their participation 
in the Small Business Innovation Research (SBIR) Commercialization Accelerator 
Program (CAP). 

Through the SBIR CAP module, awardees submit information to NIH on any 
partnerships, outside funding, revenue sources and amounts, other indicators of 
success such as acquisitions or employees, and more. NIH requests baseline 
information (at 0 months); followed by a similar follow-up information request 9 months 
later (Interval 1), then a final information request at 18 months (Interval 2). This 
information is submitted as requested by NIH and allows NIH to assess the progress of 
the CAP program. 

https://sbir.nih.gov/cap
https://sbir.nih.gov/cap
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3 Register for SBIR CAP and Obtain Initial Accounts 

Each CAP participant company is required to register in eRA Commons in order to 
access the SBIR CAP tab within eRA Commons. If your organization is already 
registered in eRA Commons, go to the Add an SBIR CAP User Role page.  

NOTE: Only individuals with legal signing authority at the small business (e.g., CEO), 
known as signing officials (SOs), can register their organizations.  

3.1   Initial Registration  

1. In your browser, go to the Register Grantee Organization link on the eRA 
Commons home page. 

2. Follow the instructions to register your organization. 

NOTE: For more information on registering an organization, read the Registering 
Institutions and Organizations help page or watch the training video How to Register an 
institution in eRA Commons.  

Once your organization is added to eRA Commons, you are given a signing official (SO) 
user account. The SO user can then add more SO or account administrator (AA) 
accounts as needed. You cannot assign SO or AA roles to scientific accounts (such as 
a principal investigator). 

IMPORTANT: NIH recommends that each organization always maintain two or more 
active SO accounts. Should the SO user leave without a backup, the organization will 
have to re-register as new in eRA Commons. For more information on the SO and 
AA user roles, refer to the eRA Account Roles help page.  

https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp
https://era.nih.gov/erahelp/commons/#Commons/access/register_inst.htm
https://era.nih.gov/erahelp/commons/#Commons/access/register_inst.htm
https://era.nih.gov/era-training/era-videos.htm#reginstitution
https://era.nih.gov/era-training/era-videos.htm#reginstitution
https://era.nih.gov/register-accounts/account-roles.htm
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4 Add an SBIR CAP User Role 

An SBIR CAP user role is needed to access the SBIR CAP module. 

1. Log in to the eRA Commons module with an SO or AA user ID.  
2. On the main eRA Commons page, click Admin > Accounts > Account 

Management. 

 

Figure 1: eRA Commons Menu path to Account Management 

The Manage Accounts, Search Accounts page displays. 

https://public.era.nih.gov/commons/
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Figure 2: Manage Accounts, Search Accounts page 

3. Search for the user name (and create if necessary). 

NOTE: For detailed instructions on searching and creating user accounts, see the 
Create a Commons account for an individual help page. 

  

https://dev.era.nih.gov/erahelp/AMS_New/Default.htm#Create_Accounts/Create_User_Accts/Create_Acct_External.htm
https://dev.era.nih.gov/erahelp/AMS_New/Default.htm#Create_Accounts/Create_User_Accts/Create_Acct_External.htm
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4. Select the user, and then click the Add Roles button and select the SBIR CAP 
role from the list of Roles options. 
 

  

 

Figure 3: Add Roles field 

5. Click the Add Roles button to add the role to the selected user account. 
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5 Access SBIR CAP 

To access SBIR CAP, log in to eRA Commons, and then select the SBIR CAP tab from 
the menu structure. 

 

Figure 4: The Welcome to eRA Commons page 

The CAP Projects page displays. 

 

Figure 5: The CAPS Projects page 

https://commons.era.nih.gov/commons
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6 The CAP Projects Page 

The CAP Projects screen is the first screen SBIR CAP users see after logging into eRA Commons 
and clicking the SBIR CAP tab. It lists all submitted and pending tracking forms, as well as any 
tracking forms still awaiting initiation. Each project is listed in its own row, and each row lists individual 
tracking forms in columns by interval (i.e., Baseline, Interval 1, and Interval 2).  

 

Figure 6: CAP Projects page 

6.1   View, Edit, and Submit a Tracking Form 

The Baseline and Interval columns may contain three different button types:  

 

Figure 7: Closeup of Tracking Forms' View, Edit and Initiate buttons 

View allows you to view (but not edit) submitted forms 

Edit allows you to edit forms that have been initiated and not yet submitted 

Initiate opens a form and initiates it; the button then changes to Edit. 

6.2   Tracking Forms  

Each tracking form has a Header at the top that lists basic project information, followed by four 
sections: Section 1 - Road-to-the-Deal Activities, Section 2 - Funding, Section 3 -Revenue, and 
Section 4 - Other Success indicators (Employees, Acquisitions). 
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6.2.1  Tracking Form Header  

The tracking form Header lists details about the CAP organization and project and contains important 
notes and statements. 

 

Figure 8: Tracking Form, Header Section 
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6.2.2  Section 1: Road-to-the-Deal-Activities 

The Road-to-the-Deal-Activities section contains questions regarding partnerships. 

 

Figure 9: Tracking Form, Section 1 - Road-to-the-Deal-Activities 
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6.2.3  Section 2: Funding: Financing, Bank loans or Other / Alternative Financing 

The Funding: Financing, Bank loans or Other / Alternative Financing section contains questions 
regarding financial support and activities. 

 

Figure 10: Tracking Form, Section 2 - Funding 
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6.2.4  Section 3 - Revenue 

The Revenue section of the tracking form contains questions about revenue sources and amounts. 

 

Figure 11: Tracking Form, Section 3 - Revenue 
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6.2.5  Section 4 - Other Success Indicators (Employees, Acquisitions) 

The Other Success Indicators (Employees, Acquisitions) section covers any business acquisitions, 
hiring activity, and employee numbers. 
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Figure 12: Tracking Form, Section 4 - Other Success Indicators 

Once you click Submit, confirmation emails are sent to NIH and to the submitter.  

IMPORTANT: A tracking form cannot be changed after you click Submit. Contact the NIH Service 
Desk immediately to request changes to a submitted form. 

  


